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• Messenger for teachers
 Overview

 Creating a new template

 Failing grades

 Missing assignments

 Teacher messages

• Instruction module reports
 Assignment analysis graph

 Aligned assessments

 Other reports

Agenda
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• Post to Portal Process Inbox

• Send via email, if enabled

• Send via phone dialer, if enabled

Overview - Messenger Delivery
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• Applies to Failing Grades and Missing Assignments

• Point recipient to Portal

• Customize message content

• Control formatting

• Include Campus fields

• Insert images

• Insert hyperlinks

Overview - Messenger Templates
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Creating New Template – Editor Options

Bold, Italics, Underline

Bullets & Numbering

Indent More/Less

Justification - Left\Center\Right

Insert/Edit/Remove Hyperlink

Insert/Edit Image

Insert/Edit Table

Insert/Edit Campus Field

Font Controls

Insert Horizontal Line
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Creating New Template - Droplist

Select <new> from the Template droplist



TL1404-1, TL1404-2

Creating New Template – Text Creation

Text entered here Will appear here when
message sent
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Creating New Template - Saving

Click Save

Enter name

Click OK

Note name will be sent
with message
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Creating New Template - Saving

Template appears in droplist
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Failing Grades Message - Overview

Template

Message 
preferences

Grade 
filters

Student 
filters

Assignment 
filters

Preview 
buttons
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Select Delivery Device
• Inbox sends to 

Portal Process 
Inbox

• Email sends to 
email address on 
Demographics tab 
(if email enabled)

• Phone converts 
text message to 
voice (if dialer 
enabled)

Failing Grades Message – Message Prefs

Check if 
recipients 
should receive 
duplicate each 
time message 
is sent
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Select score(s) 
to filter on

Select student(s) 
to filter on

Failing Grades Message - Filters

Select Task(s) 
to filter on

Choose Gradebook
(progress) scores or 
Posted Scores
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Failing Grades Message - Preview

Always
preview 
notices!
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Failing Grades Message - Preview

Subject = Template name 
(default = “Failing Grade”

Results of applying filters 
and parent/guardian 
preferences

Verify count of messages is 
correct

Click to modify 
recipient list

Click to send
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Failing Grades Message – Review Recipients

Uncheck to remove Click to preview 
individualized message

Click to sort
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• Similar process to Failing 
Grades Message
• Choose default message, 

saved template or create 
new template

• Insert Teacher Comments

• Select Delivery Devices

• Choose Duplicate Message 
Filter

• Select Students

• Select Assignments

• Preview Message

• Review Recipients

• Send Message

Missing Assignments Message
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• Why use Teacher Messages

 Field trip reminders

 Call for classroom volunteers

 Weekly newsletters

 Your ideas

Teacher Messages - Overview
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Teacher Messages – Creation

Subject line of 
Saved Message 
Templates

Click to save as message 
template and continue to 
Select Recipients screen

Enter/edit  subject

Enter/edit  body

Click to continue to Select 
Recipients screen without 
saving as message template

Click to load 
selected Message 
Template

Click to delete 
selected Message 
Template Click to unload a 

Message Template 
and begin new 
message
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Teacher Messages – Recipient Selection

Select recipient type

Testing always recommended

Click name to select

Click name to remove

Click to select all

Click to remove all

Choose Delivery Device
Click to 
continue to 
Preview
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Teacher Message – Review/Send Message

Click to modify 
recipient list

Click to send
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• Assignment Analysis Graph
 Creates a bar chart with descriptive statistics for an assignment

• Aligned Assessments

 Displays scores of standardized tests teacher is permitted to 
view with attendance and discipline data

Instruction Module Reports
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• Creates bar chart with descriptive statistics for an assignment

Assignment Analysis Graph

Select assignment Generate report
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Assignment Analysis Graph
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Aligned Assessments

Select test(s)

Select score info

Select 
additional 
data to view

Choose sort order

Select 
student(s)

Generate report

• Displays standardized test scores plus additional data
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Aligned Assessments
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• Section summary report
 Displays all selected assignments and students in a grid with students on the 

y-axis and assignment headers on the x-axis

• Student summary report
 Displays assignments assigned to student with any scores student has received

Instruction Module Reports
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• Attendance Register

• Displays attendance data for each student for each day in a 
student-by-day grid

• Based on student’s attendance tab

• Attendance Summary

• Displays section attendance summary for each student

• Based on the student’s attendance tab

• Blank Spreadsheet

• Creates an empty grid with selected students on y-axis and 
blank column headers on x-axis

Instruction Module Reports
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• Grade Book Export

• Exports some/all of scores in Grade Book for use elsewhere

• Missing Assignments

• Displays missing assignments per student

• Based on scores and comments entered in grade book

• Portal Usage Roster

• Prints summary of student and parent portal accounts and 
weekly login activity for a one month period ending in week of 
specified effective date

• Roster Label

• Displays roster labels for enrolled students

• Based on active enrollment in section

Instruction Module Reports
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• Student Assessment Summary

• Lists students’ best test results for selected test(s)

• At least one test category, test result and test score must be 
selected to generate report

• Option page will only list tests that were taken by at least one 
student in current section

• Information based on recorded test scores on student’s 
assessment tab

• Teacher Schedule

• Displays teacher's schedule in current calendar year

• Lists sections taught during periods

Instruction Module Reports
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Ask, we’re ready!

Questions & Answers
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Additional training is available from Campus U
 Professional, certified trainers

 Just-in-time offerings

 Online

 In person

– In your district

– At Infinite Campus

Learn More!


